UNITED STATES DEPARTMENT OF AGRICULTURE 
Rural Electrification Administration 


March 19, 1952 


To : REA Field Representatives 
From: Administrator 
Subject: Action on Field Suggestions 


Each of your suggestions and "gripes" from the 1951 REA field 
conferences has received very thorough consideration, As you 
know, the REA Efficiency Awards Committee, on which each divi- 
sion is represented, evaluates suggestions and presents its 
recommendations to me as to what action we should follow. I 
have reviewed your suggestions and the recommendations of the 
Committee and this memorandum indicates the action taken on 
suggestions made at both the Old Point Comfort (abbreviated to 
OFC) and the Salt Lake City (SL) conferences, 


I want to commend you for the many worthwhile contributions, 

and I hope that you will continue to give us the benefit of your 
suggestions and criticisms at any time on how we can do a better 
job. 


The answers have been grouped under appropriate headings - - 
Travel and Administrative Services, Personnel and Employee 
Relations, Internal Management and Operations, and Relations 
with Borrowers - - in order to assist you in reviewing and 
using this report. 


i : ; [fo eae 


fr Cat! * Ng / ; i? Fa 
eee Py ne ee fy P.. 
ae tf g as MO ef me We 
f He ILS oy Feil fo 2 Vf Cane 
i 4 ¢ Pi ty s “ -* nes a Ga 
i “a tee, int oT ae Mot han 


eee a eee eee ee eee ee ayer ees ie 


TRAVEL AND ADMINISTRATIVE SERVICES 


Increase _in per diem alJow vances _Renovel of RET differential. 
 (SL-AGA 3, A&l 8, Eng. 5, Mgt.1; OPC - A&A 3, Eng. 6 & 8, AGL 4) 


Auditors! travel expense. (OPC - A&A 2) 


eee in’ maximum reimbursement rate for mileage. (SL - A&A 4, Eng. 5, 
OPC - Eng. 6) | 


Ali travelers were requested to submit, on an individual basis, a report 
of actual mileage and per diem expenses incurred during a specific travel 
- period, An analysis is being made of this information and, on completion 
of the analysis, you will be notified of whatever action is taken. 


Travel on Saturday, Sunday, and Hontadya! (400 mile mileage requirement) 
Compensatory time for weekend travel and other overtime work. (SL - Eng. 43 


OPC - Eng. 5. A&L 7) 


The rate of 400 miles per day was established in connection with the June 
- Field Conferences for this particular travel and as a temporary measure 
only. The reason for this figure was to establish some limit which could 
be justified as comparable to common carriage travel. In attending group 
meetings like these, it is customary to utilize weekends and holidays 

for traveling, and it was determined administratively to be a reasonable 
ade omen yi 


Poeiteciiar travel requirements, however, the rate of 300 miles a day is 
the standard rate of mileage. In connection with regular travel, the 
assignments scheduled by supervisory officials determine whether travel 
on weekends and non-work days is required in order that travelers may 
leave their former duty point and arrive at the next assignment on time, 


Although weekend and holiday travel between duty points is on a duty status 
and you receive per diem for it, it is not within the regular hours of duty 
and pace ere not Subje ect to extra pay. 


Mile bags to conferenc 


We allowed 4¢ per mile unless you transported another REA Pea ree: in 

which case 7¢: per mile was allowed in traveling to the conference. If 

you were going from the conference to an official duty station, 7¢ per 

mile was allowed for this travel. The rate of 4¢ per mile was allowed 

in coming to the conference on the basis of the cost to the government 

for. similar travel by common carrier. Mileage was figured on the basis 
of the shortest distance between peigisr 


. (OFC - whee ras Le 


Increase in travel advance to $700. (OFC - ~ A&L 2) 


Travel advakese have been increased from $480 to $600 per month which 

- ghould provide ample funds while travel vouchers are being processed, 
‘Travellers are reminded of the importance of submitting their travel 
vouchers promptly and accurately in order that the processing time may be 
kept at a minimun. 


ae 
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Processing of travel vouchers should be expedited. Before vouchers are 
returned exceptions and errors should be double checked. Some one from 
Travel Unit should attend conference to advise on travel problems (SL- 
Eng. 7) Notifying field people of reason for delay and when payment can 
be _expected.. (OFC - A&L 3) 


Beye din 


All possible action is being taken to expedite the processing of travel 
vouchers. Currently vouchers are being processed within the standard r 
time of 20 days from the date of receipt in the Voucher and Employee 

Accounts Section. 


In order to assist travellers in preparing their travel vouchers, a 
memorandum was issued on November 21, 1951, by the Accounting and Auditing 
Division on "Travel and the Preparation of Travel Vouchers". This should 
be particularly helpful in clarifying several common travel questions and 
in showing travellers how to prepare vouchers in such a way as will facili- 
tate administrative and audit review and thus permit more prompt payment. 


A representative from the Accounting and Auditing Division to advise on 
travel problems was present at both of the field conferences and also 
several of the interim conferences since that time. It is planned that 
& representative will be present at future field conferences. 


Deductions made in mileage. (SL-Mgt. 2) 


Where travellers! mileage varies from that indicated on Rand McNally maps, 
a statement should be placed on the voucher indicating the reason for such 
variance. The only item which we can use for standardizing the checking 
of vouchers is the mileage shown on the Rand McNally maps. . . 


Reimbursement of state tax on phone calls. (SL-Mgt. 3) 


So far as we know, we do not have a comptroller general's decision on 

. this point. However, if any traveller desires, he may make a reclaim of 
this type of amount deducted, and we will then obtain a comptroller 
general's decision and circulate this decision so that all will have the 
benefit thereof. This reclaim should be made on a separate voucher and 
may go vack to any reasonable length of time. However, the traveller 
should be certain to support the reclaim by a receipt. 


Group purchase plan for automobiles used in official travel (SL-A&L 2) 


The suggestion that the possibilities of a group purchase plan for duto- 
mobiles used in official travel be looked into is similar to one made a 
few years ago which was very carefully studied to determine whether some 
method could be developed to carry it out. No practical way of doing 
this could be found at that time. 


We have reviewed these earlier efforts, and also have consulted with the 
Office of Budget and Finance and the Solicitor's Office to get their 
opinion on this matter. As a result of an exhaustive study there does not 
appear to be any practical method whereby this can be done as an official 
act of the Agency. It may be possible, however, that an employees! 
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organization such as the Agricultural Employees Recreation Association 
can do something about this, and we are passing this suggestion along 
to them with the request that they look into it. 


Carry-over_of unused stenographic allowance. (OPC - A&L 2) 


When the $15 per month allownace for stenographic services was established, 
it was expected that it would not often be necessary for field men to use 
this much. The Voucher and Employee Accounts Section reports that there 
are relatively few claims for stenographic services that exceed $10. and 
that claims in the full amount of $15 are very rare. In view of this: 
fact, it seems’ doubtful if a general increase in the amount allowed is 
necessary. Jf unusual conditions should make the expenditure of 4 larger 
amount necessary for some particular month, special administrative approval 
may, of course, be requested, preferably in advance. In view of the above, 
the cost of miintaining records on carry-over of unused stenographic allow- 
ance would not be warranted. 


That upon request of traveler the travel section provide routing of travel 
to conferences where allowed mileage is restricted. (OPC ~ Eng. 4) - 


We do not have personnel available to comply with such requests and 
generally travellers are more familiar with the areas which would be 
involved and thus better able to ascertain the shortest, most practical 
route to be travelled. However, where there are particular problems, 
the travel section will attempt to give whatever assistance it can. 


Running conference program as scheduled, Additional five minutes stretch 
period every hour, {OFC - Eng. 7) 


‘Arrangements for next year's conference -- locations and order of occurrence. 
(SL-Mgt. 5; OPC - A®@A, Eng. 1, ASL 9&10) 


It is our intent that the field conference programs be carried out with 
the best interest of the field staff in mind. To this end the committee 
in charge of arrangements for next year's field conferences has been 
requested to keep these suggestions in mind when planning future programs. 


_ PERSONNEL AND EMPLOYEE RELATIONS 


Objection to reduction in leave and the establishment of a deadline for. 
taking of leave, (SL - Eng. 1) MAGS 2 He Stk See 


Annual leave - 


The objectionsof employees to the various restrictions on leave during the 
past two years have been passed on to proper authorities for their considera~ 
tion. The leave law approved by Congress effective July 1, 1951, cutting 
annual leave of all employees to 20 days a year was repealed by the passage 
of a new leave law effective January 6, 1952. Therefore, all employees 
continued to earn annual leave at the rate of 26 days a year until 

‘January 6, 1952. On that date, employees with more than 15 years of 


~-urge return to policy in effect during fiscal 1950 ‘(OPQ-A&L 6) 
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combined military and civilian service will..earn annual leave at the rate 

of 26 days a year; employees with 3 to less than 15 years of service will 

earn 20 days; and employees with less than 3 years of service will earn 

13 days of annual leave. The provision of the law prescribing a deadline 
for the taking of annual leave earned during.the calendar year by June 30 % 
of the following year was also repealed by the new leave law referred to 

above. : 


Representation of field personnel on the Employee Council. (Eng. 8 SL) 


REA wants the Employee Council to represent all employees. We believe 
that with the present organization, i.e., a representative from each 

- Division, this can be accomplished. Effective representation of employees 
requires two things: 


(1) The Division Representative must receive the opinions, desires and 
recommendations of all employees (including field employees) of his. 
Division. 


(2) The Division Representative must attend Council meetings and present 
the opinions of the people he represents. 


REA does not believe that field employees are able to attend meetings of 
the Council sufficiently frequent to give employees adequate representa- 
tion. However, it is possible for a Washington employee to represent 
field as well as Washington employees in his Division if all employees 
will pass on to him matters on which they want Council action. All 
employees are urged to do this. 


Following this recommendation the problem was discussed with the Employee 
Council. The Council recognizes its responsibility and is very desirous 
of truly representing field employees. The group suggested that all 
field employees be asked to present to their Division Representatives any 
matters they want brought up at Council meetings. cane ; 


The Council invites field employees, while in Washington, to attend its 
meetings, Meetings are held on the third Wednesday of each month at 2:00 p.m, 


The present members of the REA Employee Council are: 


Chairman: J, Howard White, Power Division 


Office of Administrator — Donnan E. Basler, Ira Shesser._ 
Accounting and Auditing Division Evelyn M. Yowell, Roland Mars 
Administrative Services Division. | Timothy Callahan, Everett Moxley 
Applications and Loans Divisior FB. 0. Billings, William A. Ricketts 
Engineering Division _. + pe John Soma, Don Housley | 

. Information Services Division . Jane Klieforth, Don Cooper . 
Management Division suas Eugene.Dabney, Myrtle Brown 
Personnel Division cob Madelyn. Lewis, Celestine Jackson 


Power Division is 4 J. Howard. White, Thomas Dumphy 


Ex Officia Members: Edgar F. Renshaw, Applications and Loans Division, 
Member of Departmental Employee Council 
Charles W. Fitch, Management Division, (alternate) 
Consultant from the Personnel Division: Gorrine Sutton 
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Reporting ovortime work {OFC - eee 


All ov srtine WOr oy eens of course be ‘ncinds ed in the r eporte Witch 
employees make regularly to their supervisors. 
However, salary payments are made for the regular work performed during 
the standard work week as reported by all. employees on Standard Form 

130 and fcr such overtime as.has been authorized and approved - in accordance 
with Administrative Bulletin No. 78. , 


That vrocedurs requiring , novificatiion of cnange in 1 duty status be altered. 
ollect telegrams should be ne paid by the Governme: ent. (OPC - A&L 5) 


This item is still under study by the Assistant Chie? in Charge of Accounts, 
and any action taken will be Sones at a later date. 


That Time and Attenfance Report No, 1130 he eliminated or kept in Washington 
ha 16 = 


offices, That employees vhcsa salary ary checks are withhsid be jumediate! 
notift tified {gs SEL Pastse zy 
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A study was made last year of our time and leave “reporting system in 

~ sooperation with representatives of the Office of Budget and Finance of 
the Department and the General Accounting Office. On the basis ef this 

_ study and experience of other agencies, it was concluded that the oF. -1130 
‘form was the most practical device for reporting time and attendance and 
that its use should be adopted for both departmental and field employees 
ef REA. A memorandum from the Account ae and Auditing Division on 
December 26, 1951, which was sent to field employees cuulined this chenge, 
and the new decentralised plan is now in operation in both Washing%on and 
the field. oe Ee ee 


In connection with the latter part of this "gripe", there are established 
procedures for notifying employees when and why their checks have been 
withheld, and assurance has been given that every effort will be made to 
insure prompt notification in the few instances where checks have to be 
Gélayed. To assure prompt dispatch of paychecks on time, it is important 
that employees correct] ly and accurately ee their time es attendance 
reports,. 


INTERNAL 1, MANAGEMENT AND OPERATIONS 


Employment of additional +: prasad e_personnel_in the ne field and Washington 
aa (SL ne - A&E 6). : ‘ : , 


ment of addit: bone). 1 enginsers ¢ and increase in une 2 number of engineers 
in os “field, yee Eng. 22 OPC - Eng. 2) 


Increase in Power Use and Member Education staff. (SL - A&L 4; OFC - A&lL 8) 


Reductions in the staf? wore necessary because of the reduction in our 
appropriation for 1952. In view of this, the increases which you suggest 

are not possible at, this time. Unfortunately, funds are nowt always available 
to carry out all aspects of the REA workload as well.aad as thoroughly as 

we would like. -We have to do the best we can’ with what is made available. 
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Every employee is urged to present ideas for improving our services to. 
borrowers, for eliminating any unnecessary activities, and for operating 
the agency in the most efficient and economical manner possible. 


Review and revision of forms and procedures. (OFC - Eng. 2) 


As forms and procedures become out of date, they are revised as rapidly 
as possible. All forms and procedures are reviewed from time to time, 
and revisions are being made constantly. 


In connection with a work order manual of procedure, a committee of 
representatives from the divisions concerned is currently working on 
this and is expected to complete a revision of the manual in the near 
future. 


The Group Purchase Plan is discontinued and Engineering Memorandum 170R2 
indicates details of the action. : BS 


The large power application procedures have been revised and Engineering 
Memorandum 113R3 covers details of the changes. 


That A&L field representatives be forwarded a copy of telephone allocations 
and/or recommendations: allocation letter; master budget. (SL ~- A&i 5) 


In special instances it might be advisable for the Section Head to transmit 
an extra copy of the allocation and/or loan recommendation to the field 
staff. However, in general it is felt that this is not necessary since 

the Section Head sends a copy of the loan letter, budget, and any other 
information that is needed by the field staff in assisting the proposed 
borrowers. 


That A&L representatives be forwarded the loan contract, notes, and 
mortgages to be delivered to borrowers. That he be present when loan 
papers _are executed by the Board of Directors. (SL - A&L 3) bi 


This suggestion has been discussed and considered in the past; however, it 
has been felt that an arrangement of this kind would not be practical. 
One disadvantage is that an additional time-consuming step would be added 
which would increase the number of days in getting loan documents signed 
and returned to REA. Another disadvantage is that since field people are 
in constant travel status, the prompt delivery of loan documents to them 
would be extremely difficult. Added to these and other possible compli- 
cations is the effect of recent staff reductions, The A&L fieldman is 
sent a copy of the feasibility study and a copy of the loan document 
transmittal letter, and in special cases, he may be requested to meet 
with boards of directors to assist and discuss loan documents. 


Request answers to specific questions asked in field reports or_memoranda,. 
(SL - Mgt. 4) 


Directly after the conference and as a result of this question, definite 
instructions were given to all Section Heads and Washington personnel of 
the Management Division that they make every effort to give immediate 
consideration and prompt answer to all requests of the field staff. Both 
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types of requests, those for information needed by field representatives 
and those relayed by field representatives for the information and 

. guidance of borrowers, are to receive prompt attention, and several 

. Checks and inquiries of the field staff presently indicate that substantial 
improvement has been made in answering such requests. <p 


Greater flexibility in audit production schedules. (SL '- A&A 2) 


These requests are reasonable and action has been instituted to care for 
the itemS‘mentioned. In any case, where an auditor féels he does not 

have sufficient time to do an adequate job, present procedure provides 
that he should get in touch with his section head and request the required 
additional time. . ith Es canted 


That number of revisions and new drawings issued by Technical Standards 
Division be held to a minimm, (SL- Eng. 12) 


As a result of this suggéstion, .steps have been taken to control the 
number of: additional drawing issued,and it is felt that this situation 
has improved. . ee eee 


Directory of field personnel, (SL ~ A&L 1) 


Several suggestions have been received on this:matter from time to time, 

and it was decided to issue on a trial basis a directory of field personnel, 
placing the responsibility on field people to advise of changes that should 
be made in the listings. The Stenographic Unit of “the Personnel Division 
has assembled such a directory from information that’ has been sent in,and 
it has been distributed. eee 


RELATIONS WITH BORROWERS =.“ 


Less_emphasis on publicity given solely to borrower's financial condition. 
More emphasis on adequate and reliable service and protection of the 
investment through proper maintenance. (SL - Eng. 6) “ 


Adequate and reliable service and proper maintenance are just as important 
as a borrower's financial condition. Both contribute to the continuance 

of a successful enterprise and to the repayment of the Government loan; 

In the past, information on the financial condition of a borrower has 

been more readily available because of the monthly reports and the yearly | 
audits. At the present time, however, information on the technical 
operation and maintenance of borrowers systems from the Engineering 
Division is being tised to give more facts emphasizing the need for adequate 
physical as well as fiscal operation. | 


ae 


Raising qualifications for manager applicants. (SL - Eng. 12) 


We believe that the standards which have been established for the selection 
of managers are adequate. The trouble arises from the fact that these 
standards are not always applied as rigidly as they should be in the 
consideration of candidates for the position of manager. 


"volume filing, a requisition for a filing cabinet should be submitted, 


ee ee a een a ee ee 
Wire even 
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The extension of a manager's probationary period to one year may have the Gm 
effect of discouraging competent applicants from applying for such a rae 
position if they knew that it would take one year for them to qualify 
for appointment. One of the major problems today is the extreme difficulty 
that borrowers, are having in attracting competent people to assume managrvial — 
duties of cooperatives. A general extension of the probationary period | L- 

' would make;this:even more difficult. However, a longer probationary period ¥ 

is provided in. special cases where it is deemed necessary. 4 


resentatives of all dix isions be notits 3 op" pada asebenge a 
That. field remceseat of a visio ed of ae : 
copy of minutes woh the. Sieneuer Selection Comiveeatigane tion Committ ings, (SL-Eng. 10) — 


The section heads of the Management. Division have been instructed to 
notify the section heads of the other line divisions whenever a borrower 
is holding a board of directors meeting for the purpose of interviewing 
applicants for the position, of manager. In this way we hope that the 
information will be disseminated by the section héads to their field 
representatives wherever they deem it is necessary or convenient for a 
field man to be present when applicants are being interviewed. The 
deliberations and recommendations of this committee are merely: advisory 

_to the Administrator. Their release to the field prior to formal action 
by the Administrator would serve no useful purpose, However, copies of 
the Administrator's letter of approval or disapproval will be made 
available to the respective section of the line division. The section 
head is expected to keep his field staff advised of development. 


Tht requests for hesiquarters office equipment be given favorable ection. 


OPC - Eng. 3) 


Filing cabinets continue to be in critical demand throughout the govern- 
ment service, even more than last year. As a result, it would not be 
possible to supply all field representatives with cabinets if such 
requisitions were submitted. As was pointed out in the reply to a similar 

- ‘suggestion submitted last year, the material filed in field headquarters 
':. Should not consist of official or record copies of documents and memoranda. 
' Therefore, filing is not TED ES and fieldmen may dispose of any such 
tera as they see fit. 


™2 ain the event, however, that some unusual condition eatate which requires 


accompanied by a full justification of such need. Each request will be 
given individual study based on the justification submitted. 


That field enginee advantages a) : 
ere BES ET cer and _¢ st_him_ in the selectior 
(SL - Eng. 13) iy 


In accordance with Administrative Bulletin No. 43, "It is the respongibiiiea 
of the borrower, with the advice of its engineer, to determine the type of — 
conductor to be used, having due regard for all conditions which affect the 

cost of construction, the cost of maintenance, and the operating efficiency © 

of the system as a whole". No field engineer should, however, feel restricte 
when he is asked to give advice on the selection of conductor so long as he 
limits himself to facts available and not opinions. 


